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Tapping New Customer Base Is Aim of Computer Stores .......... Sept., 126 
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DICTATION SYSTEMS | 
A Michigan County Adds Standardized Dictation ................. Sept., 144 
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Nov., 182 
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Make your 
A.B. Dick press 
more — 


with the 
Townsend 1-51. 


The Townsend T-51 Color Press. A fully self 


contained printing unit that can be added to 


your new or older A.B. Dick duplicator to 
double your productivity. 


The Townsend T-51 Color Press applies its 
image to the blanket right along with the 
A.B. Dick's image. Then, both colors are 
transferred, simultaneously, to me paper. 


One pass through the 
press. Two color 
printing. 


There's a Townsend 
T-51 Color Press to fit 
every new or older 
A.B. Dick 350, 360, 
375 and 385. 


The Townsend 1-51 
gets you into color 


while it keeps you 
in the black. 


For complete information, call toll-free 


800/247-2262 


INDUSTRIES 


P.O. Box 97/Altoona, lowa 50009 
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5 STOP OFFICE MACHINE THEFTS 


DE 7 ANTI 
LOCKING SYSTEM— 


extremely effective 


4. most COMPLETE line of protective 
devices ever, from simple, one point 
lock-down up through our exclusive 4 
point hold-downs and the new Porta-Lok 
which permits movement up to 8 feet 
while safeguarding your equipment. 

For complete information call your local 
dealer or write Dept. TO-12-82 


CRD-—coRDE LOCKING SYSTEMS 


| & 555 Graham Ave., Brooklyn, NY 11222 (212) pecans 
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Springy, hold-tight clips that help you tag it, 
flag it, color-code it. Will not tear fingernails. 


Will not harm postage equipment. Neutral pH. 


Rustproof. 7 colors and 3 sizes for every 
Clipping need. Ask for them at your stationer. 


if it’s not a Plastiklip> It Won’t Hold. 
Made in Germany by Laurel exclusively for 


544 Armour Circle, N.E. Atlanta, Georgia 30376 
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EQUIPMENT BUYING & MAINTENANCE 
My Order Will Arrive Soon; But There Are Questions, 


Nov., 122 
How to Maintain Long Life and Quality of Diskettes .............. Nov., 195 
FACSIMILE TRANSMISSION 
Fax Units Replace ’Copters As Communicators ................46- Nov., 121 
Fax Transceivers Speed a Maryland Bank’s Dealings ............... Aug., 92 
Overnight Mail Via Facsimile Serves International Company ......... Nov., 62 
FURNITURE 
Ergonomic Work Station Design Adds to Efficiency, 

Electrofinishing of Office Furniture is Quick Process ................ Dec., 94 
Office Work Stations: What to Consider in Using Them ............ Dec., 101 
INFORMATION MANAGEMENT 
Carolina Law Firm Finds for Automated Operation ................. July, 84 
Eye Institute Is On Move Toward a ‘Paperless’ State ............... July, 121 
Electronic Cffice System Offers Productivity Gains ................ Aug., 79 
Integrated Information System Becomes a Standard ................ Aug., 83 
Accurate Time Charges Essential in Legal Work .................. Aug., 102 
Boeing Saves Money With Information Processing ................ Aug., 146 
Insurance Company Develops An ‘Office of the Future’ ............. Sept., 30 
Philosophy and Design of Professional Work Stations, ) 

Suffolk County Moves Into the Future With Automation ............. Oct., 99 
Accounting Data Is Critical Factor for Contracting Firm ............ Oct., 108 
New Users of Distributed Data Processing Have Diverse Needs, : 


LIGHTING 
Selecting the Best Lighting for Your Work Environment, 
Will S. Fisher 


LOCAL AREA NETWORKS 


Local Networking a Way of Life for Lumber Firm 
Microcomputers Are More Useful With Local Networks 


MAILROOM SYSTEMS 


Electronic Mailroom ‘Equipment To Meet Now and Future Needs, 


Dale Thomas 


Sturdy Envelopes Reduced Mailroom Costs and Losses 


Desktop Unit Systemizes Preparation of Labels 
The Impact of Electronic Scales on Mail Operations 
Reusable Pouch Gets the Mail Delivered Safely 


} Controlling Shipping Costs With Use of Packaging Tape 


Defining, Measuring and Improving Your Mailroom, 
William B. Cook 
Solving the Mail-Handling Problems of an Insurance Company :.«.... 


MICROGRAPHICS 
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Reader-Printer Is Research Tool for Historical Society 
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Microfilming Helps Reduce State’s Health Care Costs, 


Computer Output Microfilm: Viable Option for Offices ............. Oct., 132 
Bringing COM In-House Lowers Data Center’s Costs .............. Nov., 133 


OFFICE ENVIRONMENT 
22 Tongue-in-Cheek Ways to Rate Your Present Job, 


July, 56 
Engineering Human Factors Into an Office Environment, 
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74 Years Later, Royal Moves Into a Windsor Castle ................ Aug., 62 
Creating a Marriage of Space and Good Design ................... Sept., 38 
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A Functional Interior to Enhance Office Life, 
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Planning and Designing the Office Environment, 

Law Office Interior Design: A Case for Judicious Plans ............. Dec., 17 
Movable Power Grid Core of Futuristic Office Plan ................ Dec., 28 
Creative Communication Is Essential to the Design of a Corporate 

The Office Design Game: A Primer for Novice Players, | 

Dec., 71 
Italy’s Leading Bank Opens An Elegant Branch in Canada ere Dec., 76 
Buyers’ Guide to Movable Office Partitions ..................045. Dec., 116 
PACKAGE DELIVERY 
Why Shippers Rely On Private Delivery Firms .................. s 
Among the Package Delivery Service Organizations ............... 

United Parcel Service Opeerves Its 75th Year . 


PAPER HANDLING 
Intelligent Paper Processing Begins With Proper Handling 


Choosing Office Papers: There’s One for Every Use ................ Dec., 30 


PERSONNEL MANAGEMENT 


Right or Wrong in Employee Relations 
a ee July, 62; Aug., 66; Sept,, 89; Oct., 89; Nov., 98; Dec., 57 


Training Prescription: Take the Awe Out of Automation, 


po July, 86 
Getting the Hidden Costs of People Into the Open ................. Sept., 40 
Most Office Tasks Are Not Automated, Survey Reveals ............. Dec,., 98 
RECORDS MANAGEMENT 
The Evolution of a Workable File System, " 

Savings & Loan Banks On Off-Site Records Storage, 

Mobile Filing Solved Our Records Storage Problems, 

Color-Coded Filing Need Not Be Costly or Complicated, | 

Manual Systems of Information Retrieval— Without a Computer, 


Tailored Filing Saves Time and Improves Our Security, 
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VANPOOLING 
WORKS. 


FOR YOU, 
YOUR 
EMPLOYEES 
AND YOUR 
BOTTOM 
LINE. 


Find out how you can put a van- 
pool to work for you. Write for our 
vanpooling kit to: Mr. Robert S. 
Marx, Office of the Secretary, 
U.S. Department of Transporta- 
tion, 400 7th Street, S.W., 
Washington, D.C. 20590. 


A Public Service Of This Magazine, 
the U.S. Department Of Transporta- 
tion & The Advertising Council. 


DATAFLO 1500 


COPYHOLDER 
IMPROVES 
PRODUCTIVITY 
AND REDUCES 
OPERATOR 
FATIGUE 


Dataflo frees both hands 
ofthe operator for 
full attention to the 
keyboard as copy 
control is foot 
© Advanced line-guide system of wide angie magnifying bar 

makes copy highly visible. 
© Built-in fluorescent light provides “spotlighting for 


SEND IN YOUR ORDER TODAY. 

OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 
TEL (212) 497-4004/CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
Data Contro! Supplies, inc./1331 Melesy St. Brooklyn, WY 11237 


FORMS CADDY 


it handles your forms instead of you handling them. 
it changes forms last—does with heavy lifting. 


Dov quarantee® 


$55.00 Ea. 
2 tor $100.00 


BUY 4 FORMS CADOYS ANO 
RECEIVE A FORMS 
CADDY HANOLE FREE 
MODEL 1114S 


QUA SPECIAL TRAL OFFER MEANS YOU MUST GE SATISFIED 
TEL . 497-4004/CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
Data Control Supplies, inc./1331 Helsey St. Brockiyn, WY 11237 
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Nobody Does 
Professional 
Cleaning of 
Commercial 

Buildings 
Better Than 
ServiceMaster. 


Because we perform all types of 
cleaning, in all kinds of buildings, we're the 
world's leader in professional cleaning. 

Phone your local ServiceMaster repre- 
sentative for details. We are listed under 
“Janitorial Services” in the Yellow Pages. 


ServiceMASTER 


the cleaning people 


who care 
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MICROFILM SUPPLIES 
SUBSTANTIAL SAVINGS! 


WE HAVE ADDED NEW ITEMS 


EK MAGAZINE 
HOLDERS HOLDERS 


KODAK & 3M TYPE 


ENVELOPES 
Double Weid 


REELS & BOXES 


CARTRIDGE SUPPLIES 


Ou. Ge 


M&K LEADERS-M4K SPLICE TABS-M INSERTS“M4K LABELS 


ALSO MICROFILM & MICROFICHE MACHINES 


REQUEST PRICE LIST, LITERATURE OR SAMPLES 


-MICROFILM PRODUCTS INC. 


20T - W. 22nd St., New York, N.Y. 10010 
(212) 675-1555 


EK TRAILER 


Many Styles Open Top or Top & Sides 
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CPA Firm Triples Recovery Rate of Its Copier Charges With 

Oct., 122 
A University Monitors Use and Controls Copier Costs .............. Nov., 88 
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Protecting Your Firm’s Interests Is Not Easy, 
James S. Toreson 

A Practical Guide to Small Business Computer Security, 
Lawrence Beitman 

Paper Shredders Enhance Office Document Security, 
Theodore J. Wirth 


SELF MOTIVATION 
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Leslie H. Matthies 


TELECOMMUNICATIONS 
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Long-Distance Phone Costs Can Be Reduced 
Private Networks Can Control Soaring Communications Costs, 
David F. Hemmings 
Internal Communication Adds to Our Efficiency, 
David R. Thomas Sr. | 
What’s Needed to Justify Corporate Teleconferencing, 
Robert Keiper 
Flexibility Seen Key to Capability of Videotex 
Reaping the Benefits of a Cost-Effective Phone System, 
Bob Kaufman 
Avoiding Obsolescence in Telecommunications, 
Frederick R. Feldman 
Communications Streamlined With Voice Message System | 
Audio Teleconferencing: the Business of Being Practical, | 
Susan G. Pereyra | ., 104 
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The Importance of Design In a Teleconference Room, 


Architectural Firm’s WP System Enhances Output 
‘Automate’ Your Proofreader for Better Word Processing, 
Helen L. Bonen 
Making Maximum Use of a Word Processing System, 
Jon Arizzi 
Word Processing Making Headway in Law Firms, 
Lawrence A. Baer and Robert J. Berkow 
How to Avoid Surprises in a Word Processing System, 
Jody Martin 
Bank Screens WP Jobs for Cost Effectiveness 
Beware of Bells and Whistles When Buying a Word Processor, 
Madeleine Dreyfack 
Skill in Word Processing Means More Than Just Numbers, 
Diana Z. Gilbert 
Our Shared Word Processing System Has Measured Savings, 
Sue Ann Monkress 


A Word Processing Center With the Future in Mind 
Measuring the Productivity of a Word Processing Conte, 
Word Processing Works Well for Social Security 
Trends and Technologies in Word Processing Supplies, ~ 
Study Says Some WP Systems Users Won’t Return 
WRITING INSTRUMENTS 
Writing Instruments Can Tell Much About a Company, 
Dec., 87 
Pens, Pencils Have Come a Long Way in — Years, 
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Army Goes Broadband at Historic Fort Leavenworth .............. Nov., 108 
How to Determine Your Need for a Private Phone System, 

Telephone Headsets Assume a Major Role in Improving 

The Queuing Method to Better Use of Your Phone System, 

Teleconferences Need Not Be Elaborate to Be Effective, 

Era of Growth Seen for Telecommunications ..................4.4. Nov., 208 
TEMPORARY HELP 
Temporary Help Meets the Needs of Records Managers ............ Sept., 149 
Among the Suppliers of Temporary Help ...... Sept., 154 

TYPE COMPOSITION 
Photocomposition: It Will Serve Your Specific Needs, 
. Phototypesetting: An Old Technology With New Ideas, 

Oct., 118 
TYPEWRITERS 
See Shipments of Electronic Typewriters by the Millions ........... Sept., 114 
Manufacturer- Distributor Pact Solidifies Position ................44. Dec., 24 
WORD PROCESSING 
Word Processing Speeds Flow of Chemical Firm’s Paperwork July, 104 


A full line of business forms, 
Stationery, mail labels, personalized 
pads, office supplies and more. Send 
for your FREE copy today! Or call our 
Toll-Free Number, 800-527-9530. In 
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MOVE FULLY 
LOADED FILES 


The NEW LIFT-A-FILE® 


At the touch of the hand the 


Its clutch locking mechanism permits easy ad- 
justability to various cabinet depths. 
© Roll files across carpets, thresholds; in or 
out of groupings. 
® Cantilever action lets one person move file 
cabinets. 
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tion cup omy and holds top of filing cabinet. 
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